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Professional Learning: 

 

*45 hours of new learning per endorsement 

 

*15 hours of new learning specific to the endorsement 

requested on Retired Educator License or to be 

renewed 

 

*All professional learning within the three years 

preceding the RE application or renewal. 



Self-Assessment: 

 

*Required if currently practicing under the 

endorsement. 



Pension Allowance Verification: 

 

*Document are receiving or will be receiving a 

retirement allowance from service as an 

educator 

 

*This information is supplied to the AOE only. 



Any additional documentation required by 
endorsement: 

 

*Nurses 

  Valid VT RN License 

  Valid CPR-AED & First Aid 

 

*PE teachers 

  Valid CPR-AED & First Aid 

 

*Health teachers 

  Valid CPR-AED 

 

*Driver Ed teachers 

  Certified DMV Driving History 



*Educator Selects – Apply for Retired License  



*Following screen will appear: 



*Criminal Record Check (CRC) question may appear if no 

indication that educator has undergone a fingerprint 

supported Criminal Record Check since July 1, 1998. 

 

*Depending on whether educator answers YES or NO will be 

directed to respective CRC pages – 

 

*To complete the necessary CRC forms or 

 

*To give CRC information. 

 

 



*Educator must answer questions 



*Years of experience 

 

*Pension allowance  

 

 



*After selecting appropriate answers 

 

*Select – Next Step 



*Personal and Contact Information screens come up 

*If accurate – SAVE and Go to Next Step 



*License Information screen appears next 

*Educator selects endorsement(s) to appear on Retired 

Educator License 



* If multiple endorsements, educator will be able to choose a 
requested action (Retire or Not Retire) for each endorsement. 

 

*Click on Save & Go to Next Step 

 



*Employment and Professional Learning Activities appear. 

*The educator can select YES or NO for having provided Board with 
professional learning activities. 

*Educator may add any needed professional learning here. 

*L/RSB name also appears. 



*If an educator needs to add an activity the Activity Detail 

screen will open. 



*Educator enters required information and then clicks on OK. 



*Educator submits Retired Educator Application to L/RSB. 

*Directed to the payment site. 



* Selects either Edit Application or Pay Now. 



*After paying processing fee –  

 

*Educator receives Checklist of items submitted and L/RSB 

name and Transaction number 



*L/RSB verifies educator has the required number of 

professional learning hours to apply for a Retired Educator 

License and any other requirement. 



*Educator will receive an email confirming their 

application has been processed. They should log back 

into Online System and under What Do You Want To Do? 

 

*Select Pending Online Application and complete the 

required legal forms for the  Retired Educator 

Application.  



*Educator will see COMPLETE APPLICATION 

button. 

*Hit that button and complete all required legal 

forms. 



*Educator will only select buttons at the bottom of each 

page, NOT the Tabs at the top of each page!!! 

 

*Toggling between tabs at the top of each renewal page 

will lead to issues – such as material not saving!  



*After educator completes legal forms and hits SUBMIT to 

AOE checklist appears: 



*Educator may upload pension verification in the checklist and 

any other information that may be pertinent. 

 

*Educator will continue to check preferred e-mail and Pending 

Online Application for status of Retired Educator Application. 



*Under View Details, will see status of Checklist 
items: 


